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1. BORROWING OF BOOKS AND PHOTOCOPYING OF MATERIALS 

 
The Borrowing of Books and Photocopying of Materials service of the Villasis 

Municipal Library allows clients to access and use library resources for study, research, 

and reference purposes. Library users may borrow available books and request 

photocopying of selected materials in accordance with library policies, with assistance from 

library staff to ensure proper use and care of library collections. 

 

Office or Division: VILLASIS MUNICIPAL LIBRARY 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: 
Students, researchers, residents and non-residents of Villasis, and 
walk-in library users 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID / school ID Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Register and sign in 
the Client’s 
registration form 

Provide and verify 
logbook entry 

Php 0.00 10-30 seconds  Library Personnel 

Request book or 
material 

Retrieve and 
release requested 
material 

Php 0.00 2-5 minutes Library Personnel 

Use photocopying 
service (if needed) 

Assist in 
photocopying 
materials 

Php 0.00 2-3 minutes Library Personnel 

TOTAL :                    Php 0.00 
9 minutes 

(approximate) 
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2. PROVISION OF ASSISTANCE FOR ONLINE TRANSACTIONS WITH 

GOVERNMENT AGECIES (E-GOVERNMENT SERVICES) 
 

The Provision of Assistance for Online Transactions with Government 

Agencies (E-Government Services) of the Villasis Municipal Library, through its 

Tech4ED Center, assists clients in completing online applications and appointments with 

agencies such as PhilHealth, Pag-IBIG, SSS, PRC, DFA, PSA, NBI, Police Clearance, 

POEA, DTI, others. The service provides free access to computers, internet, and staff 

assistance to help residents efficiently and conveniently process government transactions, 

especially those with limited digital access or skills. 

 

Office or Division: VILLASIS MUNICIPAL LIBRARY 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: 
Residents or non-residents of Villasis, students, professionals, job 
seekers, OFWs, and walk-in clients needing assistance in online 
government transactions 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly accomplished application/request 
form 

Villasis Municipal Library 

Valid ID / personal information Client 

Active email address (if none, assistance 
provided) 

Client / Library 

Bond paper for printing (if needed) Library 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Proceed to the 
Villasis Municipal 
Library – Tech4ED 
Center. 

 Php 0.00   

Register and sign in 
the Client’s 
registration form. 

Verify entry Php 0.00 10-20 seconds  Library Personnel 

Accomplish the 
required application 
or request form for 
the selected e-
government service. 

Assist in form 
accomplishment 

Php 0.00 3-5 minutes Library Personnel 

Present necessary 
personal 
information and 
requirements (and 
create an email 
account, if needed). 

Assist in email 
creation 

Php 0.00 2-3 minutes Library Personnel 

Wait while the Library 
staff processes the 
online application, 
registration, or 
appointment. 

Encode ad submit 
online 

Php 0.00 10-15 minutes Library Personnel 

Verify the 
correctness of the 
information 
submitted prior to 
finalization. 

Verify all the 
details 

Php 0.00 2-3 minutes Library Personnel 
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Receive and claim 
the printed 
transaction 
reference, 
confirmation, or 
appointment slip, if 
applicable. 

Print documents Php 0.00 
30 second-1 
minute 

Library Personnel 

                                    TOTAL :                    Php 0.00 
28 minutes 
(approximate) 

 

 

 

 

  



 

    Page | 4  

  

3. COMPUTER RESEARCH AND PRINTING  
 

The Computer Research and Printing service of the Villasis Municipal Library 

provides clients with free access to computers and internet connectivity for research, 

educational, and information needs. Library staff assist users in operating the computers 

and printing research materials, with printing services offered free of charge while clients 

provide their own bond paper. 

 

Office or Division: VILLASIS MUNICIPAL LIBRARY 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: 
Residents or non-residents of Villasis, students, professionals, job 
seekers, OFWs, and walk-in clients needing assistance in online 
government transactions 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid ID / school ID Client 

Bond paper for printing (if needed) Library 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Proceed to the 
Villasis Municipal 
Library and request to 
use the computer. 

Provide access to 
the computer and 
explain usage 
guidelines. 

Php 0.00  Library Personnel 

Sign the computer 
logbook and indicate 
start time. 

Verify logbook 
entry. 

Php 0.00 10-20 seconds Library Personnel 

Conduct online 
research using the 
library computer. 

Provide technical 
assistance when 
needed. 

Php 0.00 
Depends on the 
user 

Library Personnel 

Request printing of 
research output and 
provide bond paper. 

Print requested 
documents. 

Php 0.00 
10 second per 
page 

Library Personnel 

Sign the printing 
logbook and indicate 
number of pages 
printed. 

Record printing 
transaction. 

Php 0.00 5-10 seconds Library Personnel 

                                   TOTAL :                    Php 0.00   

 


